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PUBLIC WORKS Division:
MECHANIC SHOP
Item | Description Retention
No.
1. Vehicle Files Retain until vehicle is out
of service, then destroy.
Includes repair tickets for all repairs done on vehicle
since the purchase date.
2. Accident Files Retain until vehicle is out
of service, then destroy.
Includes accident report and estimates for repairs. .
3. Drivers Hand Books Retain until vehicle is out
of service, then destroy.
Hand books include drivers check list.
4. Subject & Project Files Screen annually and
destroy the material that is
Correspondence and materials related to individual no longer needed for
subjects and/or projects. current business.
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